Self Service User Manual

Type this URL into your Browser (Example - mozilla firefox/ internet explorer)
URL = http://iacsebs1.iacs.res.in:8080/
It is the address of an Oracle Production web page

Your unique Id no
example EPM1044

R

rsonalize Stack Lavout
Personalize Table Layout: (region144)

fs;g” Personalize Tsble Lavout: (regioni4

Welcome123

Logn Assistance

Accessibility None -
Personalize Table Layout

Select a Language:
English

User Name=Individual Employee ID (Example-EMP1000 for employee/SCH1000 for Institute Fellow/PRJ100 for Project fellow)
Password=welcome123 (Note new Password must be at least 5character)

|8 Most Visited @ Login Prod G Google @ Login 8003 @ Login 8005

Welcomel23

- 123456
* Current Password |\
* Mew Password

* Re-enter New Password

Logou

Change Password

* Indicates required field

Logout

Aboutihis Page P Copyright [ acke. All rights reserg

i>Enter your initial Password at Current Password Field (welcome123)
ii>Enter your New password at New Password field

iii>Again enter your New password at  Re-enter New Password Field

Click on Submit Button



E-Business Suite

|8 Most Visited @ Login Prod & Google @ Login 8003 @ Login 8005

B Favorit Logout Preferel Help Personalize Page
Enterprise Search [ Al [=]] Go Search Results Display Preference | Standard :
Logged In AS E
Oracle Home Page

Personalze Table Lavout: (menuTable)
Main Menu

Personalize "Main Menu”
Personalize Table Lavout: (headerTable)

@ B 1acs Emplovee Self Service

Personalize "W

rklist
Workiist

Personalze "Notifications Worklist Function”

Full
Personalize "Hotification List"

From Type Subject Sent Due
There are no notifications in this view.

«TIP Vacation Rules - Redirect or auto-respond to notifications.

¥ TIP Workiist Access - Specify which users can view and act upon your notifications.

Click on IACS Employee Self Service

E-Business Suite

jout Preferenc

Enterprise Search | All E| |

Oracle Applications Home Page

| 6o Search Results Display Preference | Standard j

Logged In As EMP1188

Personalize Table Layout: (menuTable)

Main Menu

Personalize "Main Menu"
Personalize Table Layout: (headerTable)

| Personalize

2 B jacs ermplovee self service
Personal Information
=/Teave Management

tra Informetion
Professional Details

Click On Personal Information

Personalize "Worklist"

Worldist

Personalze "Notifications Worklist Function”

| Full List

From Type Subject Sent Due

Therj Personalize /oracle/apps/fnd/wi/worklist/webui/Advan M ki
¥ TII 3TIoN RUIES - REQITECt O aUto-Tespond o NOtRcatons.

Personalize "Notification List"

Personal

Personali:

Personali SummaryContainerRN

Employee Name Manna, Prabir
Organization Email Address admpm@iacs.res.in

Personalze "Overviey

Personalze "Basic Details”

Basic Details

Personalize Table Layout: (Tablelayout!

Employee Number EMP1044
Businass Group  TACS Group

Ful Name Manna, Prabir
Marital Status Married
Date of Bith 08-Apr-1970

Employee Number EMP1044

Organization Email Address admpm@iacs.res.in

Personalze "Phone Numbers”

Phone Numbers

Personalize Table Layout: (tablelayout’

Personalize "Phone Number”

Mobile 8017285331

Update

Update




e If you want to correct your Personal data then Chose the Correct or complete the current Details
e If you want to add/update a new information then chose Enter new information because of a real change to the

current details

IACS Employee Self Service

n Mavigator v

Home Logout Preferences Help Person:

Basic Details: Choose Option

Personalze "Header Information”
lize Stack Layout: {SummaryContainerRN)
Employee Name Manna, Prabir

Organization Email Address admpm@iacs.res.in

Personalze "Basic Details”
Select the type of change you want to make.

@ Correct or complete the current detais.

@ Enter new information because of 3 real change to the current details (e.g. bacause of a change in marital status)

| cancel | [ next

Employee Number
Business Group

Click on Next

|8 Most Visited @ Login Prod G Google @ Login 8003 @ Login 8005
Personzlze "Name”

HName

Effective Date
Title
First Name
Middle Name
Prefix
* Last Name
Suffix
Alias
Previous Last Name
Personalze "Other”

Other

Employee Number

Date of Birth

* Gender

Marital Status

Organization Email Address
Place of Birth

PAN

PAN Applied For

PAN Reference Number

09-Mar-2005

EMP1044
08-Apr-1970
Male

[warred [z
[ranevEsss

Q
—

You Change your Title/first Name/Last Name/Gender/Marital Status/email and PAN

Click on next

Cancel Save For Later Back Next



Personalize "Name”

HName

Effective Date  09-Mar-2005
First Name  |Prabir

Middle Name
Prefx

* Last Name
Suffx

Alias

Previous Last Name

Personalize "Other”

Other

Employee Mumber EMP1044
Date of Birth 08-Apr-1970
* Gender | Male

Marital Status [ Married =]
Organization Email Address IW
Place of Birth IW
Pan [AGWPMS535
PAN Applied For Q

PAN Reference Number

‘Cancel Save For Later Back

Here | Changed Title from Mr. to Dr.

Click on Next

Personal INformanon: Keview

Personalize Stack Layout
Employee Name Manna, Prabir

Organization Email Address admpm@iacs.res.in
Personalize Stack Layo
Personalize Stack Layout: (InstrRN)
Review your changes and, if needed, attach supporting documents.
Personalize Flow Layout: (ChangelndicatorRN)
Personalize Table Layout: (ChaTbl)

Q@ In tems.

Personalize Stack Layout: (HrReviewTablesRN)

Basic Details

Personalize "Basic Details”

Current

Full Name Prabir Manna
First Name Prabir
Last Name Manna
Employee Number EMP1044
Date of Birth 08-Apr-1970
Place of Birth Dwariknagar, Namkhana
Gender Male
Marital Status Married
‘Organization Email Address admpm@iacs.res.in
PAN AGWPM5535A
Residential Status Resident and ordinarity resident in India

Additional Information

At right side (Proposed). & this sign indicate that you changed this field.
Click on Submit

IACS Employee Self Service

Cancel \ Printable Page \ Save For Later \ Back Submit

Employee Number EMP1044
Business Group IACS Group

Proposed

Prabir Manna

Prabir

Manna

EMP1044

08-Apr-1970
Dwariknagar, Namkhana
Male

Married
admpm@iacs.res.in
AGWPM5535A
Resident and ordinarily resident in India

Home Lagout Preferen Help Pers

Confirmation
Parsonalize Stack Layout: (HrConfRN)

Your changes have been submitted for manager approval.

Return to Overview

m



Click on Home

Personalize Table Layout: (menuTable)

Personalize "Worklist”

Main Menu Worklist
drmiae e Personalize "Notifications Worklist Function”
Personalize Table Layout: (headerTable) - Fuull LSt
Personalize " "
Personalize "Notification List'
B O 1a¢s Emplovee Self Service

From  [Type|Subj sent~  [Due|
Personal Information SYSADMIN HR | Personal Information - Basic Details has been ACS HR
B

varded for appro Up 21 Apr-2016
= Leave Management » TIP Vacation Rules - Redirect or auto-respond to notifications.
~ TIP Worklist Access - Specify which users can view and act upon your notifications.

Extra Information
3 professional Detais

See the right side at Work list there have a notification that your basic details has been forwarded for approval.

If you want to add your qualification data

E-Business Suite

Enterprise Search | Al [=] ]

[ Go Search Results Display Preference | Standard :

Oracle Applications Home Page

Logged In AS E
Personalze Table Layout: (menuTahle)

Personalize "Worklist"
Main Menu Worklist
Personalze "Main Menu" “Noti -
e Personalize "Nofifications Worklist Function
Personalze Teble Layout: (headerTable)
—— o [ Full List
- Personalize "Hotification List"
IACS Emplovee Self Service From Type Subject Sent Due
il Tt ton Therﬂ Personalize /oracle/apps/fnd/wi/worklist/webui/Advanc\WorklistRG.NtWorklist
T - Redirect of auto-Tespand Lo NoUNCatons.
Leave Management <TIP Wi
rkiist Accest
Extra Information

Specify which users can view and act upon your notifications.
3 O3 professional Details

Click on Personal Details

Oracle Applications Home Page

Luyysy 11 As CrIFL 100

Personalze Table Layout: (menuTable)

Personalze "Worklist"

Main Menu Worklist
drmiad i Personalize "Hotifications Worklist Function”
Personalize Table Layout: (headerTable)
< Full List
Personalize B "
Personalze "Notification List
= £ 1acs Emplovee Seff Service from  [Type|Subject [sent~  [pue
Personal Information SYSADMINHR  |Personal Information - Basic Details has been forw fi
Leave Management

varded for approval

IACS HR GROUP21-Apr-2016
¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

2 7 B A fiew
B Extra Information TIP Worklist Access - Specify which users can view and act upon your notffications.

5 O professional Detais
E education and Qualfications

Click on Education and Qualification



Personalize "Education and Qualfications”
Use these pages to view, update, or add information about educational qualifications. Use the Other Professional Qualification page to enter information about other types of qualfication.
Personalize "Qualfications”

| Qualifications

Information about educational qualifications is missing. Click Add Qualification to supply this information. Use the Other Professional Qualification page to enter information about other types of qualification.
Personalze "Qualfications Approved.”

Type Title Start Date End Date Status School Update

No resufts found.

Click on Add Qualification

ee [ ag
Title
Study Start Date

(eample: 21-Apr-2016)
Actual Completion Date

Status =]
Grade

Personalize "School”

Click on the List of Values button next to the School field to find a list of schools. If you can't find the school from the list, enter the name directly into the School field.
* School

Attendance Start Date

Aftendance End Date B

Full-Time.

Personalze "Qualfication Information”

Click on Type search button

To find your item, select a fitter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Search By [Name =1 [6o |

Personalze Table: (QualTypeTableRN)
Select Quick Select

Mo search conducted.
About this Page

Click on GO and select the Qualification Type



) | iacsebs iacs.resin:8005/0A_HTML/cabo/jsps/a.jsp?_t=fredRC&enc=US-ASCI&_minWidth=7508_minHeight=530&configName=0AC |

Search and Select: Type G

To find your item, select a fitter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Search By [ Name [=] [ [Go |

Results

Personalize Table: (QualTypeTableRN

@ previous [1-10 =] Next 10 ®
Select Quick Select |Name | i (o] ion Type ~ ‘Pmulﬂu
(&)

AMIE

5 [ B.A. (H)
B.A. (P)
B.Com(H)
B.Com(P)
B.Ed

B.LTIB

B.Phram

And enter start date and completion Date if it is fulltime course then click the fulltime checkbox.

Add Qualification

Personalze "Header Information”
Personalize Stack Layout: (SummaryContainerRN
Employee Name |
Organization Email Address 1
Personalze "Educstion and Qualfications”
Use this page to enter details for an additional qualfication. Select the type of qualfication you want to enter from the list, then enter details below. You must also enter details for the school attended to study for the gualification. You can
optionally enter subject details and other details for this qualfication.
* Indicates requrred field
Personalze "Qualfication”

| Qualification

Employee Humber
Business Group

T Type [AMIE Q
Title
Study Start Date

(@mple: 21-Apr-2018)
Actual Completion Date

status [T=]
Grade

Personalze "School”

| School

Click on Next then submit.



E-Business Suite

B Favorit q Logout Preferenc
Enterprise Search | Al [=][ | Go Search Results Display Preference | Standard :

Oracle Applications Home Page

Logged In As E

Personalize Table Layout: (menuTable)

Main Menu

Personalize "Worklist"
Worklist

Personalze "Main Menu” - " 7
e ze "Motifications W
Botsonsloa Table Lavout: (header Teble) Personaliza "Notifications Workist Function’

e ) ) [ pull st |
- Personalze "Hotification List

= E1acs Emploves seff service From Type Subject Sent Due
ersonal Information There are no notifications in this view.

Em ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

[— — ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
= Extra Information

& [ professional Detais

Education and Qualfications

Absence Summary Entitlement Balances

Personalize "Absence Summary”
Personalize Query: (QueryRN

Search

Personalize "Search”
Note that the search is case insensitive

Absence Type j Absence Category j
Approval Status : Absence Status :

Start Date End Date
{mample: 24-May-2016)
Go Clear
Personalize "Personalize Advanced Table”

Create Absence

Duration

Start Date  End Date Absence Type Absence Category Days Hours Approval Status Absence Status Supporting Documents Details Update Confirm Delete
No resufts found.

Personalze Stack Layout: (HrAbsRequiredAndInsrRi)
Select Confirmed if you are sure of the dates of your absence, otherwise select Planned. Select an Absence Type, and enter any other information you want to record for your request. You can choose the Calculate Duration Button to see
the number of days or hours you are requesting.
* Indicates required field
* Absence Status | Confirmed :
* Absence Type
Absence Category

Sun Mon Tue Wed Thu Fri Sat
Absence Reason ﬂz[ 5 = @
Duration  Personalre Table Layout: (HrAbsenceDurationTable) . LG ; ; 130 1“1
* Start Date [ start Tme
(example: 24-Mzy-2016) HH:MM (12:00-11:59) 12 13 14 15 16 17 18
End Date [E end Time Dz mus
¥ TIP Start Date is required.

Personalze Table Layout: (HrAbsTotalTable)

Hours
Total Calculate Duration
Q

Replaced By
Personalze "Comments”

Comments

View Entitlement Balances




S@IBCT LOMTINTIEN T YOU 3re SUre OF Tre 03Tes OF yOur 3DSence, OTNErWISe SSIECT PANNEO. SEI8CT 3N ADSENCe 1YPe, and efter any OTNer MTOMTETON YOU WarTT T recora rof YOUr request. YOu can cnoose tNe LAICUETe UUTaton BUTTon to see
the number of days or hours you are requesting.
* Indicates required field

* Apsence Status | Confrmed [=] Parsonalze Table Layout: (HrAbsInineDatePicTabl ayou

* Absence Type j 2 | June ~ [2016 =

Absence Category Sun Mon Tue Wed Thu Fri Sa
Absence Reason

Casual Leave

Duration | Chid Care Leave H en 2 3 31 1 2 3 4
Deputamin Leave [ Absence Type [+ Time 5 6 7 8 9 11
amed Leave
Extra Ordinary Leave  [zy-2018) S B 2 & =k 3 LD lf
Felow Eamed Leave B edme [ 19 20 21 22 23 24 2
Half Pay Leave lec 26 27 28 29 30 1 2

Matemity Leave

Study Leave |trAbsTotalTable)
To':a]v Calculate Duration
T —

Personalze "Comments”

Comments

PSS p——" —

Create Absence: Enter Absence Details

Personalize Stack Layout

Employee Name Manna, Prabir Employee Number EMP1044
Organization Email Address admpm@iacs.res.in Businass Group IACS Group

Personalze Stack Layout: (HrAbsRequiredAndInsrRIN)
Select Confirmed if you are sure of the dates of your absence, otherwise select Planned. Select an Absence Type, and enter any other information you want to record for your request. You can choose the Calculate Duration Button to see

the number of days or hours you are requesting.
* Indicates required field
* pbsence Status | Confirmed j Personalze Table Lavo HrAbsInlineDatePicTabLayout)

* Absence Type | Casual Leave : @ | June j 2016 j @

Absence Category Personal Leave

b 2 Sun Mon Tue Wed Thu Fri Sat
sence Reason
Duration Personalize Table Lavout: (HrAbsenceDuration Table} - i 2 3 4
* Start Date |09-Jun-2016 5 6 7 8 9 10 11
(eszmple: 24 May-2016) 12 13 14 15 16 17 18
End Date [09-Jun-2016 &) 19 20 21 22 23 214 225
¥ TIP Start Date is required. 26 27 28 29 30

Personalze Table Lavout: (HrAbsTotalTable)

Tota‘ 1 Calculate Duration
Reprcedty [ ] &

Personalze "Comments”

Comments

Cancel Printable Page Save For Later Back Submit

Personalize Stack Layout

Employee Name Manna, Prabir Employee Number EMP1044
Organization Email Address admpm@iacs.res.in Business Group  LACS Group
Personalize "Basic Detais Top”
Personalize Header
Absence Details
Personalize "Absence Details”
Proposed
Absence Status Confirmed
Absence Type Child Care Leave
Absence Category Other

Start Date 09-Jun-2016
End Date 09-Jun-2016
Days 1

View Entitlement Balances

Personalize "View Entitlement Balances”

Personalize "Entitlement Balances”
View Entitlement Balance

Supporting Documents

Personalize "Supporting Documents”



(54 confirmation
The changes have been submitted for approval.

Absence Management: Summary

Personalize Stack Layout

Employee Hame Manna, Prabir Employee Number EMP1044
Organization Email Address admpm@iacs.res.in Business Group IACS Group
lze Default Single Column: (l mentHomeRN)

Absence Summary = Entitlement Balances
Personalze "Absence Summary”

Parsonalze Query: (Que

Search

Personalize "Search”
Note that the search is case insensitive

‘Absence Type j Absence Category j
Approval Status j Absence Status j

Start Date End Date &)
(example: 24

Personalze "Personalize Advanced Table”

Create Absence

‘ Duration ‘

Start Date ~ | End Date |Absence Type|Ab: Category|Days ! | Status|Absence I il Details Update Confirm Delete

09-Jun-2016 09-Jun-2016 Casual Leave Personal Leave 1 Pending Approval Confirmed 1] & EY B

20-Apr-2016 20-Apr-2016 Casual Leave Personal Leave 1 Approved Confirmed 1] 4 B [E:1




